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Emphasizing Your Point with  |[Education
Graphics with Word 97

What you will learn from this lesson

With Word 97 you will:

Insert graphics or clip art into your document.
Create and insert WordArt into your document.
Create and insert do-it-yourself (DIY) graphics.

Add drawing functions to the Standard toolbar.

What you should do before you start
this lesson

1.
2.

Start Word 97.

Open a new document.

Exploring the lesson

The graphics capabilities of Word 97 are exceptional. Using Word 97, you
and your students can create highly professional-looking documents with

) ] If you cannot
Inserting Word 97 graphics from the CD-ROM locate a picture
Inserting graphics on the CD-ROM

1. Insert the CD-ROM. orin Clip Art,

. . : . choose another
2. On the Insert menu, click Picture, and then click Clip Art. picture that is
3. Click the Clip Art tab. appropriate for
4. In the list of categories, select Academic. the lesson.



In and Out of the Classroom with Microsoft Word 97

60

@ Clip Art | [&] Pictures | J&m Sounds |'@1 Wideos |

Acadernic

Animals Close
Backgrounds —
Borders & Frames —
Buildings Zind...
Business —I

Buttons & Icons Help
Cartoons

Comrunication

Currency

Dividers & Decorat
Electronics

™ Magnify

Entertainment

Flags Clip artin this

Faood & Dining categony: 179

Gestures

Healthcare & Medic Serall down to view

:Dme ﬁ Tgm”y mare clip art
ouseha

o =

Edit Categaries... | Clip Properties... | Impott Clips... | @|

‘Clip An Keywords: Professor

Click the graphic of a teacher working with a student, and click
Magnify to see it better.

Click Insert to place the clip art in your document.

Click the center of the image, and drag it across your document to
see how the image moves.

Click Undo.

Click the square on the lower right of the image, and drag the image
to fit the full width of the page.

10. Click Undo.
11. Close the document without saving changes.

Using WordArt

Using Word 97, you can easily insert graphics to catch a reader’s attention.
Another way to generate interest is to use WordArt, a Word 97 feature that
twists or bends text to give it visual interest.

Applying WordArt

1.

2
3.
4

Open a new document.

On the Insert menu, click Picture, and then click WordArt.
In the WordArt Gallery, click the third sample in the last row.
Click OK.
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Cancel |

Enter The Challenge where it says Your Text Here.

Click OK.

Click the Free Rotate button, position the pointer on the lower left
green dot (below your text), and drag the pointer until your text looks

like the following example.

Wa'orod At

4l EditText. G % a0l

8. Move the mouse pointer over each of the buttons to see how they

Free Eotate

can be used to change the image.

9. Click the Close button on the WordArt toolbar to close the toolbar.

Inserting do-it-yourself graphics

Using Word 97 you can create and insert do-it-yourself (DIY) graphics. The
Drawing toolbar makes it easy to create original, one-of-a-kind graphics to
enhance documents, reports, memos, letters, and student assignments.

Note

If the Word Art
toolbar doesn’t
open automatically,
click anywhere on
the WordArt image
to open the
WordArt toolbar.
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Using the Drawing toolbar

1. With the document from the previous lesson still open, on the View
menu, click Toolbars, and then click Drawing.

Draw - [y &

AUDShapes » ™ \DO‘|&'--§'£'=EE.@

2. On the Drawing toolbar, click the Arrow button to change the
insertion point into a crosshair symbol.

3. Click 2 inches below the C in the word Challenge, and drag the
crosshair to the letter G.

4. On the Drawing toolbar, click the arrow next to the Line Color
button, and choose the color for the arrow you have drawn.

5. On the Drawing toolbar, click the Arrow button again to change the
insertion point into a crosshair symbol, and drag the crosshair
symbol anywhere across the page.

6. On the Drawing toolbar, click the Line Style button, and click the
solid 6-pt. rule.

7. Close the document without saving changes.

How you can use what you learned

Using Word 97, you can enhance your documents with graphics that are
engaging, powerful, professional looking, and subtle. When you and your
students add even one well-placed, appropriate graphic to your document,
you can increase the effectiveness of your message.

Extensions

Toolbars can decrease the available system memory and slow your
computer down. For that reason, you will want to customize your toolbars to
include only buttons you frequently use.

Customizing your toolbar

In the “Creating an Outline with Word 97” chapter, you added outline tools to
your toolbar by using the right-click menu. You can also use the Toolbar
command to customize the Word 97 toolbars.

Adding the Arrow to the Standard toolbar

1. Open a new document.

2. On the View menu, click Toolbar, and then click Customize.
3. Click the Commands tab.
4

Under Categories, click All Commands.
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5. Under Commands, click the third DrawlnsertArrow option, and
drag it to the Standard toolbar.

6. Release the mouse button.
7. Click Close.

You can easily add buttons to the toolbars at any time. If you are the primary
user of a computer, you may want to create your own custom toolbar that
contains your favorite tools.

Adding other shapes to your documents

There are many ways to enhance your documents using Word 97. Keeping
in mind the document’s purpose, tone, and audience, you can choose from
a wide variety of graphics to strengthen your message.

Adding other shapes from the Drawing toolbar

1. With the document from the previous lesson still open, on the View
menu, click Toolbars, and then click Drawing to display the
Drawing toolbar.

2. On the Drawing toolbar, click AutoShapes, Stars and Banners,
and then the 32-Point Star.

3. Drag the crosshair diagonally across the page to create a star.

g’;\,“ Lines

H7 Basic Shapes

. Block Arrows

Zo Flowchart
Stars and Banners

En ¥ callouts

Draw = [3 (5 |.-’-'«gb:|5hapes S N a5 tt 39-Point Star

Page 74  Sec 1 67 | sy

Note

To create your own
toolbar:

1. On the View menu,
click Toolbars, and
then click Customize.
3. Click the Toolbars
tab.

4. Click New.

5. In the Toolbar
name box, enter your
initials.

6. Click OK.

Using the “Customiz-
ing Your Toolbar”
lesson in this chapter,
you can add your
favorite buttons to the
toolbar you just
created.
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4. Grab the yellow diamond “handle,” and pull it gently to the center of

the star to create a new shape.

O

5. Click any of the other square handles around the star, and drag

them to see what happens to your star.

6. Close the document without saving changes.

Other pictures that you can add to your documents are located on the
CD-ROM used to install Word 97 or in Clip Art.

Adding pictures and videos

There are many ways to enhance the text with Word 97 features. You can
bring in pictures, drawings, and even sound from the CD-ROM used to
install Word 97, or you can add Clip Art, photo CDs and digital camera art.
Use any of the sources available to complete the following exercise, keeping
in mind, that you may not have access to the exact same images.

Adding photos, sounds, or even videos to your document

1.

2
3
4.
5

Open a new document.

Insert the program’s CD-ROM in the CD-ROM drive.

On the Insert menu, click Picture, and then click Clip Art.
Click the Picture tab.

Click the picture of your choice, and then click Insert to add it to
your document.
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Click anywhere in your document except on the picture.
On the Insert menu, click Picture, and then click Clip Art.

Click the Videos tab to see available clips.
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Click the blowup video.
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10. Click Play.
11. Click Insert.
12. Double-click Image to see the video play in your document.

13. Close the document without saving changes.
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Summarizing what you have learned

Through this chapter you have explored and practiced:

Adding graphic interest to your documents.

Inserting clip art into a document.

Using the CD-ROM to add commercial clip art.
Changing the size and shape of standard clip art.
Creating attractive typographical art using WordArt.
Creating DIY graphics with the Drawing toolbar.
Customizing your toolbar to include drawing functions.
Modifying drawings with graphic handles.

Adding pictures and videos to your document.



